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POLI CE COMVUNI CATI ONS OFFI CER |

(Pronotional Cl ass)

DI STI NGUI SHI NG FEATURES OF THE CLASS

Enmpl oyees in this class is responsi ble for supervising the shift
activities of the Police Conmunicati ons Bureau. [l lustrative
exanpl es of duties perfornmed include, but are not limted to the
foll ow ng:

Monitors the activities for assigned call takers and
di spatchers; coordi nates schedul i ng of personnel assigned to the
shift to ensure adequate coverage of all functions and work
stations; ensures that necessary equi pment and supplies are
al ways on hand;

Ensure that the Enmergency Conmmuni cation Center is secure after
normal working hours; prepares tapes of energency and non-
ener gency conversations and radio transm ssions for litigation,
conpl aint investigation or training purpose;

Eval uates assigned personnel as to progress and ability;
operates a variety of equipnment including radio and telephone
consol es, data communi cation term nals, etc;

| nvestigate conplaints on communi cati ons personnel, prepare a
written response and/ or recomendati ons for corrective action;

Mai ntain work and attendance | og of assigned personnel;

Recei ves and relays comruni cati ons to on-duty personnel and to
the on comi ng shift supervisor; and assist in the coordination
of devel opnment of entry level and in-service training prograns
for all Police Comunications Oficers;

Ensure that all equipnment is operationally effective at all
times; assist assigned shift personnel with problenms when
practi cal ;

Ensure that assigned personnel work closely as practical with
ot her divisions and citizens.

QUALI FI CATI ON REQUI REMENTS
Unl ess otherwise stated, all requirements nust be net before
adm ssion to exam nati on.

Must neet all requirenments of the Municipal Fire and Police
Civil Service Law, including being a citizen of the United
St ates and passing a civil service exam nation for the position.

Must have a high school diploma or a valid certificate of
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equi val ency issued by a state departnment of educati on.
Must be at |east twenty-one (21) years of age.

Must possess good general tying skills and abilities and
conplete a data entry test designed to denonstrate ability to
accurately receive and process requests for enmergency service
and perform record maintenance via the use of electronic
processi ng equi pnent .

Must adequately denonstrate the ability to clearly annunciate
nmessages verbally and properly conpose witten correspondences.

Must be a regul ar and pernmanent enployee in the class of Police
Communi cation O ficer I with at least six (6) years in that
class, imedi ately preceding the closing date for applicationto
boar d.

Must have and denmpnstrate the know edge of the proper operation
of police communication center, all equipnent related to the
conmuni cation center, the geography of the city including the
| ocati on of mmjor subdivisions, location of mjor |andmarks,
mai n streets and hi ghways.

Perforns rel ated duties as assigned.
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